CCSF Permit Center

Office of the City Administration

Exhibit K1: Guide for Applicants Unable to Access Bluebeam

Applicants who do not have access to Bluebeam software, but wish to receive review comments via a
PDF file, may request their submitted PDF files be returned digitally with comments. Applicants may

then respond to comments in Adobe acrobat and resubmit the original reviewed set along with a
revised submittal set.

1.0 Receive alink to access the Applicant’s Reviewed Files

1.1 Applicant will receive an email from the CCSF Support Staff indicating the files have been sent
to the Applicant. The email should contain three items

1.1.1  Exhibit K1 (this exhibit), containing instructions to download and respond to reviewer
comments without using Bluebeam.

1.1.2 The CCSF Bluebeam Session Studio ID Number. This number will be needed for
Applicant resubmittal & tracking at resubmission

1.1.3  The location for Applicant resubmission. Applicants will be asked to resubmit using
either the sf.gov website (https://sf.gov/resubmit-plans-building-permit-application) or
the SF SecureShare website
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1.2  Applicant will receive a second email with the subject line “You've been added to a workspace”

From: CCSF SFTP NO-Reply <no-reply@sfgov.org>
Sent: Tuesday, March 16, 2021'

To: Applicant@email.com

Subject: You've been added to a workspace

a
©

SFSecureShare

Hi Applicant@email.com
This message is being sent to you by the City Cybersecurity Team.

@sfgov.org invited you to a shared folder called
202103086104 Files to Applicant on our site
SFSecureShare.sfgov.org.

View folder

For any help or assistance for this service, please contact the City
HelpDesk at (628)652-5000 or dtis.helpdesk@sfgov.org
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1.3 Click “View Folder”. SF SecureShare will require registration with a username and password to
access the shared folder. If the user already has an account, there is a login option at the bottom

Web Transfer Client

=
SecureShare

Reg\'ster new account

Minimum password length: 6 characters

Must contain at least 4 characters from the following categories
"' ’ Uppercase

‘ Confirm Password

Numeric
[ lagreetothe I

Must not contain 3 or more repeating characters

’ Must not contain 3 or more characters from the user name

English +
Note: Once the Applicant registers with a username and password, there is an email verification
step. Once the email is verified, the Applicant will have access to the folder created and shared
by the Reviewer

1.4 Locate the folder titled “Shared with Me” on the left. The shared folder and files will be in that
folder

& Web Transfer Client

Y Filte C

My Fil .
| Shared with Me
I8 Shared with Me

03 o 4

202103086104 Files to Applicant
om; p
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2.0 Download the Reviewed files from SF SecureShare

2.1 Inthe shared folder, locate and select (using the checkbox) the files to download
2.2 Click the download button to download to a local drive

& \Web Transfer Client

Y Filte C 1 Download | mp Move i Delete
My Fil : . .
B 1y Fils Shared with Me » 202103086104 Files to Applicant
I8 Shared with Me
—
B 202103086104 _SITE DWGS pdf
B DDR User Guide V24.csv

B FecPaid SFUSD.vipng

Note: Allow the browser to download multiple files

2.3 Once the files are downloaded, they are ready to be opened and reviewed by the Applicant
using Adobe Acrobat Reader or another PDF application
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3.0 Open and View PDF Markup Comments in Adobe Acrobat Reader

Note: Adobe Reader is a free program available for both MAC and PC, and can be downloaded by

searching “Adobe Acrobat Reader Download”

3.1 Open document in Adobe Reader
3.2 From the Tools menu, click Comment to activate the Comments Menu
@ AcrobatReader File FEdit View Sign Window Help
[ 5N ] AZ01 - FLOOR PLANS PROPOSED FIRST AND SECOND FLOORS.pdf
Home A2.01 - FLOOR P...
Q Search tools
— | — e s
L/—‘ £ 8= =Q E_}?
Comment Fill & Sign Edit PDF Export PDF Create PDF
i v " %
Show More
Share Stamp Measure Certificates

@ a

Sign In

ED
L
Combine Files

Note: comments will appear on the screen. See Comments on the right side in the next

screenshot below.

3.3 Next, click the left-side tab to open the thumbnails

®  AcrobatReader File Edit V
ece
Home

@ AcrobatReader File Edit View Sign Window Help

ene
Home

Tools A201-FLOORP... %

B %8 Q

Comment

Tools A2.01 - FLO(
B w8 ao
II Comment E‘

B -

A2.01 - FLOOR PLANS PROPOSED FIRST AND SECOND FLOORS (1 of 1)

B 2Z7T1*T

| Page Thumbnails X
@ -

41 A2.01 - FLOOR PLANS PROPOSED FIRST AND SECOND FLOORS.pdf

LIV RCIC)
T THCZ @ & & &

% - e & =

@ David Jones - DBI BLDG e 27

Please add buiding lines that are shown
on the structural drawings to facilitate
review and construction.

@ David Jones - DBI BLDG 13

Indicate this area not be be used for
sleeping purposes due 10 lack of natural
ight as well as It being an egress path for
the sleeping area o the west

© somiauer 101100

@ David Jones - DBI BLDG e 2

Indicate 32-inch wide minimum clear
opening as required by Section

3.4 Once Thumbnails and Comments tabs are open, review the comments from the CCSF

Reviewers. Review comments both on the drawing and in the Comments tab.
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4.0 Respond and Reply to Markup Comments

Note: There are two ways to respond to reviewer comments: using the status menu or replying directly
to comments.

4.1 Respond to comments using the Status Menu

4.1.1  Right-click on the comment on the page
4.1.2 Select “Set Status” and choose a response from the Applicants response menu

I
l’"@ C®+— @ManDKO-PLNCP Feb 24
: wa . ree ( and twe bicycie
E 1 (2B)

H
- :!:- BATHROOM 0f

e 1 ns
l
n e B

Review > § Mar
ss+s+Applicant’s response prior to revised submittal®*** >

e = for
Sy punpuewe wue w e of Natural
light as well as it being an egress path for
the sleeping area to the west

Class 2

8

@ David Jones - DBI BLDG Feb 27

Please add building lines that are shown
on the structural drawings to facilitate
review and construction.

- -
this area not bé be used for sleeping =
oses due 1o lack of natural light as well as

Hide Comment App

Ly

Make Current Properties Default
Properties...

xxxxxxxxxxxxxx
Olannn add huildinn tinan that ara ahase -_

4.2 Respond to comments using the Reply function

421 Click the comment in the Comments Tab
4.2.2 Inthe “Add areply...” box under the comment, add a response to indicate to the CCSF
reviewer the reconciliation response action

13 comments Q % Y b

PAGE 1 183 v

(& matt Dito - PLN CP 70 2

Add a reply.

m Nauid lanae - NAI A1 N Fah 97
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5.0 Create Subsequent Submittal Set

5.1 Once all comments have been reviewed, create the revised documents

5.2 Be sure to indicate in the original documents where the changes are in the revised set

5.3 Refer to https://sf.gov/information/how-create-pdfs-your-plans-or-addenda and full CCSF
Applicant Procedure for PDF Formatting requirements

6.0 Upload Original set with Applicant response and Subsequent Submittal Set to SF SecureShare

Note: Contact SF Support Staff to determine which option to use to upload files. In both cases, the
nine-digit Studio ID from the original Bluebeam Studio Session will be required.

6.1 Option 1: Upload files to sfgov website

6.1.1  From a web browser, open the site https://sf.gov/resubmit-plans-building-permit-
application

6.1.2  Click the “Submit Plans” button and follow the instructions for “Resubmission response
to plan check comment”

6.2 Option 2: Upload files to SF SecureShare

6.2.1 Return to the SF SecureShare site at https://sfsecureshare.sfgov.org/ or by using the
original link sent from the CCSF Reviewer

6.2.2 Log in using the credentials created at registration

6.2.3  Click the folder titled “Shared with Me” on the left. Click to open the shared folder

6.2.4  Click the Upload button and browse to locate/upload the “REV” revised documents

6.2.5 Also upload original files if Applicant responses have been made

@ Web Transfer Client

Y Filter c MNew Folder @ Upload Upload Folder
. My Files . " .
Shared with Me 5 202103086104 Files to Applicant (Troy.Barbu@sfgov.org)
I8 Shared with Me
O Neme #
[0 B 202103086104 SITE DWGS pdf 101
@ Open
O R
“— v 4 & > ThisPC » Downloads

D n Organize ~ New folder

) Name
3 Quick access
-~ Today (1)

B Desktop
I B 202103086104 SITE DWGS - REV2pat ||

¥ Downloads

+ Vecterdaw (1

6.2.6  Once the upload completes, the revised files will display in the shared folder
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dd n 202103086104 _SITE DWGS - REV2.pdf

dd n 202103086104 _SITE DWGS.pdf

m .} PMD | e (Z00da VA An

7.0 Notify the CCSF Reviewer of the revised files

7.1  Email the CCSF Support Staff and let them know the name and location of the revised
submission documents. Also include the Bluebeam Studio ID provided in the initial email (this
helps track the documents).
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